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Section 1 - Overview

1.1 - Introduction

This Help Manual is intended for the use of FPMs, RFPMs, and ASCs using the FAASafety.gov site.

1.2 - System Requirements

Requirement

Description

Web Browser

Although most browsers will be able to access the site, for administrative
purposes, we recommend using Microsoft Internet Explorer 5.5 or above. IE
6.0 and above is preferred. The IE browser can be downloaded for free at
http://www.microsoft.com/windows/ie/downloads/critical/ie6spl/default.asp.

You must have Javscript enabled and be able to accept cookies. These
features are enabled by default. These settings can be modified the
advanced features under the Internet options tab.

The FAASafety.gov site uses browser “cookies” to record data needed to
facilitate your online session. After a certain period of time, if you don't log
out, the system will automatically log you out and discard any cookies
associated with your session. The FAASafety.gov web application cookies do
not store any personal information.

You should also disable any popup blocking software that you might have
running. Many such utilities allow you to specify which sites are allowed to
use popup windows. Simply adding FAASafety.gov to the allowed list of
your utility should meet the needs for most administrative functions that
require popup windows.

Internet
Connection

You must have an Internet connection and have your firewall configured to
allow access to the www.FAASafety.gov website and its functions.

Screen Resolution

The site is best viewed at 1024x768 screen resolution and above, although
800x600 will meet the minimum requirements.

HTML Editor The HTML editor used for event and notice management also requires a
Windows 98 or later PC running Internet Explorer 5.1 or later. The spell
checking utility of the editor also requires Microsoft Word 97 or later to be
installed (see the “"HTML Editor” section for more information).

Adobe Acrobat To view flyers you must have Adobe Acrobat Reader installed.

1.3 - Further Help and Contact Information

Many issues regarding use of the site can be resolved by reading the help text located underneath
each select item. If you have specific questions that are not addressed in this manual or the help text
on the site please contact:

James E. Pyles

National FAASTeam Outreach Manager (NFOM)

1020 North Flyer Way

Salt Lake City, UT 84116-2984

james.e.pyles@faa.gov
801-257-5071
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Section 2 - Accessing the Administrative Sections

2.1 - Logging onto the system

Before attempting to log onto the system, you must register and be given administrative access.
Please contact your supervisor to be granted permissions for your area of responsibilities. You will
still be able to register and use the system, but will not be able to use the advanced features of the
site until your request for administrative access has been approved and set up.

Administrative users will log onto the system from the home page located at www.FAASafety.gov.
They may either log in on the left hand side or click the “Login” link in the top navigation. As seen in
the image below, the login information is located on the left hand side of all pages unless you are
already logged in. Administrators enter their email address and the password that they have been
assigned. Passwords are case sensitive. Upon successful logon, the administrator will be presented
with left hand navigation in place of the login boxes.
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Section 3 - Join the FAASTeam

3.1 - Updating Your Information

All administrative users who access the FAASafety.gov site after the launch of the new FAASTeam
Directory will have to either update their information or apply to be a representative or lead
representative.

After logging in, if you are an FPM or higher you will automatically be taken to the My Directory
Information page as shown below.

FAASTeam Online Individual Application

welrome to the FAASTeam indwidual application, This application form can be used toapply for a position with
the FAASTeam. For more information, dick here to view our information page sbout joining the FAASTeam.

Individual FAASTeam Application I inct a Required Fieid, | indi an Error
(** marks figlds which wil be displayed to the public)
Your Name Jim McKenna

Flease use the name on your

siman ceificate, if applicanle, T & Rddle Last

Mailing Address Adress 1
Street addmss and 2P Code
arly (7o ity or state needed)  Address 2

i Codle
Apply for Position ** [select position for which to apply] |~

Published Name **
How you would ke wour Rame
o display, i.e. Uin Swith
instead of *Uames Smith "

Firzt & Wddle izt

Contact Phone [type] +
Numbers ** =
These phone aumbers will be [type] HOH-XXK-HHKK

publisked. Listin omerof [type] MMM
prefemmce!

HHH00-HHH

[type] v HHH-XHH- KA
Additional Email Yowremal! addmress inrmckerra@faasafely ooy (s autoratically included.
Addresses **
These addmsses will be
published.
Airman Certification
Types
f.e. Comm, ASF, Navigahor, ebe.
¥ apolicanle.
Airman Certificate
Number
Where zoplicahle.

Total Aight Time o haurs
Found to the reamst hour.

Enteronly ruwemls (L9, Enterd

i ot zpalicahle.

Last Trained Date
Date of Last Traiming
el yyy )
I Citizenship Country United States v

Recommended By

Flease provide the name of the
pemon that meeoamended you

to the FAASTean, if aoplicanle.
Number of Hours you o
can Yolunteer each

Month

hours

Areas of Expertise **
List your skils aad qualifying
expedence, inolading preseat
ard past positions with the
FAAS Feam if applivahle

Facilities ¥You Can Facility Nawe Tipe (stege, mom, efe.)  Seating Capacity
Provide

Flease list any favilities that

you have auailzhle for pour vse

in searinars or events.

Self-Portrait Image Click the Browse’ hutton to upload 5 color passpon style inage of youmels. LUse 2
JPEG image with 3 msolution of 144 pixels wide by 199 pixels tall. Your pictue will
B automatically msized by our system if it is Aot exact, but it is moommended you use
the sawe aspect ko

Thiz image will 3opearin the
dfrectorny for wsers o see.

Browse Current Image
No image curently wploaded

Statement of Release [ | agree to the FAASTeam Terms of Use,
Check the box o sigrify that
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Any information the system has for you, name, etc. will be pre-populated. You should complete the
rest of the fields, including uploading an image, only fields marked with the double ** will be
fields that will be displayed to the public when users access the site as show below. Other
fields will only be used for internal FAA purposes.

FAASTeam Directory

You may click on the name of any person or company in the directory to retrieve more information,

Name or Keywords

You My enter 3 name, oity, state, oip, orexoedize herwoms 3hove

SOrt By: | Published Name v | Then By: | v| G

Items 1 to 10 of 30 total Shaw me items Next 10 »

Regional FAAS Team Manager wilkinson, James
Anchorage, AR, 99513 (ALOZ)

FAAS Team Program Manager SPM, Jim
Sandy, UT, S4092 (NMO7)

FAAS Team Repres entative Scott, Vincent A
West Chicago, IL, 60185 (GLO3)

Regional FAAS Team Manager RSPM, Fred
Salk Lake Ciky, UT, 84116 (GL07)

FAASTeam Lead Representative PYLES, TEST!
Sandy, UT, §4092 (NMO7)

FAAS Team Representative Pyles, Test 33
Renton, Wa, 98057 (MMO1)

FAAS Team Representative Pyles, Jim
Sandy, UT, S4092 (NMO7)

Regional FAAS Team Manager O'Brien Powell, Kathleen Anne
Long Beach, CA, 90815 (WPO1)

FAAS Team Program Manaiger O'Brien, Kathleen
Long Beach, CA, 90803 (WPO1)

FAAS Team Program Manager Neville, Test One
Salk Lake Ciky, UT, 84116 (WMO7)

3.2 - Joining the FAASTeam

If you want to join the FAASTeam you will need to login and then access the Join the FAASTeam
application. After logging in, click on the About FAASTeam link in the top header as show below.

bt

FAASafety.gov

«---

FAASTeamn Home | Naws
Search Events

SPANS
Login

About FAASTeam | Learning Canter
Published Motices Register Now

When you click on the About FAASTeam link you will then be taken to the About FAASTeam page
with a link in the left hand side to Join the FAASTeam as show below

About the FAASTeam

About the FAASTean
FAASTeam Mission
Award Programs
FAASTeam News

Join the FAASTeam!

Our Mission
Improve upon the MNation's aviation accident rate by
conveying safety principles and practices through
training, outreach, and education; while establishing

From there you simply click on the link and complete the application, you should complete all the
fields, including uploading an image, and click on Submit. Only fields marked with the double **
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will be fields that will be displayed to the public when users access the site. Other fields
will only be used for internal FAA purposes.

If you wish to complete the application at a later time, rather than submitting now, you can choose
to click on Save for Later. Next time you login click on the Join the FAASTeam and the application will
be presented with the last information you saved.

3.3 - FAASTeam Directory Listing

From any page on the site you will have the ability to view the FAASTeam Directory from the left
hand navigation. The FAASTeam Directory will be sortable (by Published Name, Position, and
Geographical Area), searchable by keyword and will list up to 50 items per page as show below.

FAASTeam Directory

You may click on the name of any person or company in the directory to retrieve more information,

Name or Keywords =
Yoo Wy enter @ name, oity, state, Zip, or expertize heywom's 0w

Sort By: |Pub”5|’?ed MName ~ | Then By: | w Fo

Items 1 to 100of 30 tatal Show me items per page MNext 10 »

Regional FAAS Team Manager wilkinson, James
Anchorage, Ak, 99513 (ALO3)

FAASTeam Program Manager SPM, Jim
Sandy, UT, 54092 (MMOT)

FAASTeam Representative Scott, Vincent A
Wesk Chicago, IL, 601585 {GL03)

Regional FAAS Team Manager RSPM, Fred
Salt Lake City, UT, 84116 (GLOF)

FAASTeam Lead Representative PYLES, TEST!
Sandy, UT, 54092 (MMO7)

FAASTeam Representative Pyles, Test 33
Renton, W, 3057 (MMO1)

FAASTeam Representative Pyles, Jim
Sandy, UT, 84092 (MMOT)

Regional FAAS Team Manager 0'Brien Powell, Kathleen Anne
Long Beach, CA, 90515 (WPO1)

FAAS Team Program Manaier 0'Brien, Kathleen
Long Beach, CA, 90503 (WPOL)

FAAS Team Program Manager Meville, Test One
Salt Lake City, UT, 84116 (MMO7)
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Section 4 - FAASTeam Administration

Depending on your permission you will have the ability to access the following administrative links.

My Directory Information

Modify Others' Directory
Inforomation

Approve [ Reject
Applications
Yiew All Applications

4.1 - My Directory Information

The My Directory information provides a link so that you can update your information anytime you
access the FAASafety.gov site. Simply update the fields you wish and click on Save.

4.2 - Modify Others’ Directory Information

If you have the proper permission you can access those team members under your direction and
update their information. Simply update the information and then click on Save.

4.3 - Approve / Reject Applications

If you have the proper permission you can approve or reject team member’s applications. Similarly to
Events, all application must be approved (finally) by the RFPM. FPM’s first preapprove
Representatives or Lead Representatives application, then the RFPM is then notified that the
application has been preapproved at the FPM level and the RFPM can then accept or reject the
application.

To accept or reject an application, simply click on the Approve / Reject Applications link or click
on the FAASTeam Directory link in the left hand side. If you have the proper permissions you will see
the Directory with the following additions

FAASTeam Applications

This is a list of all Fa&5Team Individual and Industry applications in the systemn. You may use the tools below to
sort this list, and wse the links as shown to manage these applications.

Mame or Keywords Status | Approved + | Region | N} L o
Youw W3y ember 3 name, oity, state, oip, orexpedize heywom's 2000
Sort By: + | Then By: w G
Items 1 to 100of 30 kakal Shiow me items per page Mext 10 »

FAAS Team Prograrm Manager O'Brien, Kathleen Status: Approved

Long Beach, CA, 90503 (WRO1) Lipgated: 120112006 5:03 PM

(]

Regional FAAS Tearm Manager O'Brien Powell, Kathleen Anne  Ststus: Approved

Long Beach, CA, 90515 (WPO1) Uipgated: 12/11/2006 4:25 PM

The small arrow on the right hand side allows you to update or approve (reject) an application that
has not yet been approved. Simply click on the arrow and you will then have two links, Approve /
Reject or Modify Data.

Approwve /Reject | Modify Data &2
FAAS Team fdustry Mermber Dimestore Aviation Status: Submitted
Spokane, Wa, 99215 Uggated: 12112006 3:32 PM
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If you chose to approve (preapprove for FPM's) the application, review and then simply click on the
radio button “preapprove application” (for FPM’s), you will then need to select which position you are
approving the applicant for, select the position and then click on the Submit button at the bottom of
the application.

SApplication 10 65

Applying User: Jim McKenna (jim.mckenna@faasafety.gov)
Application Date: 12/11/2006 10:21 PM
Spplication Status: Subritted

Applied for Position: FaaSTeam Lead Representative
Full Marme: Jim McKenna

Publishied Mame Mckenna Jim BO

Position {Unassigned)

Last Trained Date Nt specified

Address 123 Blue Stone

Location Salt Lake City, UT 84123
Courtry United States

Certification Types Mot provided

Certificate Nurnber Mgt provided

Total Fight Time 20

Referred By Mot provided

Hours per Morrth 12

Expertize This is a test

Facilitizs Mo facilities listed

Contact Options jim. mckenna@faasafety. gov
[Cell] (B00% 123-4567

® Preapprove Application () Reject Application

Preassign User this Position:
FAASTeam Program Manager i"i

(Unassigned)

Mational FAASTeam Manager
Regional FAASTeam Manager
FAASTeam Program Manager
FAASTeam Lead Representative
FAASTeam Representative
Speaker

Facilities Provider

If you choose to reject the application you MUST provide a reason for the rejection. Click on the radio
button, “reject application”, then complete the reason text area and then click on submit.
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Application I0:
Applying User:
Application Date:
Application Status:
Applied for Position:

Full Marne:
Published Marme
Position

Last Trained Date
Address

Location

Contry
Certification Types
Certificate Mumber
Total Flight Time
Referred By

Hours per Month
Expertize

Facilities

Contact Options

(0 Approve Application

a0

PILOT {pilot@faasafety.gov)
12/11,/2006 12:44 PM
Preapproved

FAASTeam Representative

JOHN PILOT

JOHM PILOT
{Unassigned)

Not specified

1234

Orlando, FL 32822
United States
ATP

001555555
10580

Ken

10

FLIGHT INSTRUCTION

Mo faciiities [isted

pilot@faasafety.goy
[Cell] (4047 305-6004

& Reject spplication

Raason for Rejection:

| Submie || cancer |

As soon as an application has been fully approved (by an RFPM) or rejected the applicant is notified
by email. If approved, the necessary permissions are automatically updated on the system and the
representative or lead representative can log in and access the correct areas of the site.

4.4 - View All Applications

If you select to View All Applications, you will be presented alist of all applications that

have been submitted, approved, or rejected, with the appropriate status listed on the right

hand side as shown below
to 10 of 39 total

Show me items per page

Next 10 »

=

(Unassigned) Jim BO, McKenna Status: Submitted
Appiied 25 FAASTeam Lead Ropresontative  Salk Lake City, UT, 84123 (WPOT7) Updated: 121112006 10:31 PM
=
FAAS Team ndustry Member Test Status: Rejected
Salk Lake City, UT, 54123 Undated: 12]11/2006 5:34 PM
; =
FAAS Team Program ffanager O'Brien, Kathleen Status: Approved
Long Beach, CA, 90803 (WRO1) Updates: 12{11]2006 5:03 PM
=
Regional FAAS Team Manager O'Brien Powell, Kathleen Anne  Status: Approved
Lomg Beach, CA, 90815 (WPOL) Lipdlated 12{11)2006 428 PM
=
FAAS Temn Representative Chute, Para Status: Approved

Renton, W, O5057 (MMO1)
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In addition to being able to View All Applications, administrators have the additional functionality of
being able to sort by Status or Region. Simply select from the drop down which you would like (or
both) and then click on the “GO” button on the right hand side.

FAASTeam Applications

This iz a list of all FaASTeam Individual and Industry applications in the system, You may use the tools below to
sort this list, and use the links as shown to manage these applications,

Mame or Keywords Status i_fjf_f_fj 'Ei Region | =] E e
You way enber 3 mame, oity, state, Zip, orexpedize ewom's hove
Sort By: | [+] Then By: | [>] Go

FAASTeam Directory

You may click on the name of any person of company in the directory to retrieve more information.

Mame or Keywords -
1]

Yow may enter 3 naae, oity, state, oip, or expedise e ywom s 2800

Sort By: R v Then By: | v] o
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